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New  METNET  Video 
Conference  Site  Opens  in 
Great  Falls! 


Information  Services  Division 
(ISD)  is  pleased  to  announce 
the  addition  of  a  seventh 
METNET  video  conference 
site.   The  new  site  is  located 
in  the  MSU  College  of 
Technology  in  Great  Falls 

(formerly  called  the  Great  Falls  Vocational 

Technical  College). 

What  is  METNET? 

The  Montana  Educational  Telecommunications 
Network  (METNET)  Video  Network  consists  of 
a  number  of  locations  having  compressed,  two- 
way  interactive  video  capabilities.  There  are 
METNET  sites  in  Billings,  Bozeman,  Helena, 
Kalispell,  Miles  City,  and  Missoula. 

Who  can  use  METNET? 

METNET  is  available  for  use  by  state  agencies, 
higher  education,  and  K-12  schools. 

How  can  state  agencies  benefit  Crom  using  MET- 
NET? 

The  video  network  allows  customers  to: 

-  organize  interactive  video  conferences  be- 
tween video  sites 

-  access  the  satellite  uplink/transmitter  at  MSU 
for  statewide  satellite  video  teleconferences 

-  hold  interactive  video  classes,  training,  and 
hearings  between  cities 

-  eliminate  or  reduce  travel  expenses  when 
taking  advantage  of  video  conferencing  capa- 
bilities 


n 


For  more  information... 

A  brochure  is  available  from  ISD  that  describes 
the  rates  for  two-way  interactive  video  sessions, 
how  to  set  up  a  conference,  and  specific  loca- 
tions for  METNET  sites  in  the  seven  cities. 
Rick  Wine  at  ISD  (444-3517)  may  be  contacted 
for  more  detailed  information. 


class  of  K  and  a  destination  parameter  of  COM 
must  be  specified.   Do  not  make  these  JCL  chan- 
ges until  you  arc  notified  to  do  so. 

We're  excited  about  this  new  system  and  believe 
we'll  be  able  to  provide  our  COM  users  a  sub- 
stantially improved  product.   If  you  have  any 
questions  about  the  new  COM  system,  please  call 
Sylvia  Slocum  at  444-2558  or  Jan  Lewis  at 
444-2901. 


New  COM  System 


During  the  week  of  June  6th,  ISD  will  be  replac- 
ing its  current  Computer  Output  Microfiche 
(COM)  equipment  with  a  new  on-line  system. 
This  new  unit  is  an  Anacomp  XFP2000  with  an 

in-train  du- 


Computer 

Output 

Microfilm 


plicator  and 
collator 
which  will 
speed  up 
production 
and  enhance 
the  quality  of 
microfiche. 
The  COM 
recorder  uses 
laser  print 
technology 
with  a  con- 
tinuous motion  camera,  producing  clear,  easy-to- 
read  data  pages.   Like  the  current  system,  this 
new  system  will  utilize  a  "wet  process"  for  film 
development,  assuring  that  all  fiche  masters  pro- 
duced will  be  of  archival  quality. 

Once  the  installation  of  this  new  system  has  been 
completed,  we  will  begin  the  conversion  of  indi- 
vidual jobs.   Current  COM  users  will  be  contact- 
ed to  help  in  the  conversion  of  their  jobs.  This 
conversion  is  expected  to  begin  about  the  second 
week  of  June.   We  can  lake  advantage  of  features 
such  as  soft  forms,  multiple  fonts,  holding,  and 
highlighting  to  customize  your  microfiche  to  a 
more  readable  format. 

Because  this  new  system  will  be  on-line,  it  will 
no  longer  be  necessary  to  write  microfiche  data 
sets  to  tape.  These  data  sets  can  be  written  to 
the  sysout  queue  like  other  print  data  sets.   This 
will  require  a  JCL  change  to  any  DD  statement 
which  defines  a  microfiche  data  set.    A  sysout 


Pressure  Seal  Mailing 
System 


An  article  in  the  March,  1994,  issue  of  ISD  News 
and  Views  talked  about  a  pressure  seal  mailing 
system  which  ISD  had  been  considering  acquir- 
ing.  We  are  happy  to  announce  that  we  will 
acquire  such  a  system.   This  system  is  already  on 
order  and  is  expected  to  be 
installed  in  early  July. 

To  review,  this  system  pro- 
vides the  ability  to  create 
mailers  using  pre-glued  paper. 
This  paper  is  printed  on  the 
laser  or  impact  printers  and 
then  folded  and  sealed  using 
this  pressure  seal  system. 
During  this  process,  up  to 
two  additional  inserts  may  be 
nested  in  the  mailers.  The 
ability  to  create  these  mailers 
on-  site  eliminates  the  need  for  ordering  and 
stocking  custom  mailers.  The  paper  is  available 
in  several  styles  and  sizes,  adding  flexibility.   In 
summary,  this  system  should  provide  a  conve- 
nient and  cost-effective  method  to  create  mailers. 

If  you  would  like  additional  information  concern- 
ing this  system,  please  contact  Jan  Lewis  at  444- 
2901  or  Jerry  Splawn  at  444-2829.   Also,  please 
contact  one  of  these  individuals  if  you  have  ap- 
plications for  which  this  system  may  be  useful. 


WiM:^ 
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Netware  2jc 
Sales/Support 


Novell  recently  announced  it  would  no  longer 
sell  licenses  or  upgrades  to  their  NetWare  2.x 
product  family.  Sales  will  cease  on  June  1st  for 
NetWare  2.2.   Novell  is  also 
planning  to  pha.se  out  direct 
support  for  NetWare  2.x  over 
time. 


CAimON 


NetWare  2.x 
Phase -out 


In  next  month's  issue  of  News 
and  Views  we  will  provide  service  and  support 
recommendations  for  agency  staff  that  utilize  the 
NetWare  2.x  product  family. 


Mainframe 


TEMPSTOR  Moves  to  New  Disk 
Drives 


maximum  size  of  15  megabytes;  anything  larger 
will  be  scratched  and  archived  to  tape  within  24 
hours-again  for  a  period  of  30  days. 

If  you  have  any  questions  about  TEMPSTOR, 
call  Buzzy  Buswell  at  444-2881. 


SAS  Mainframe  Upgrade 

ISD  will  be  upgrading  SAS  from  release  6.07  to 
version  6.08  on  June  20,  1994.    If  you  are  cur- 
rently using  SAS  on  the  mainframe  you  will  not 
be  required  to  convert  your  SAS  programs.  Tliis 
is  a  maintenance  update  and  should  not  impact 
your  production  SAS  jobs.   This  update  is  neces- 
sary to  maintain  the  Mainframe  SAS  in  sync  with 
the  Windows  SAS  which  is  also  on  release  6.08. 

Maintaining  the  OS  environments  at  the  same 
release  level  will  minimize  any  problems  with  the 
interchange  of  programs  and  data.    If  you  have 
any  question  or  concerns  regarding  the  necessary 
program  changes,  please  contact  Jerry  Kozak, 
with  End  User  Support,  at  444-2907. 


For  anyone  not  familiar  with  the  term  "TEMP- 
STOR", it  refers  to  a  special  class  of  "medium 
term"  disk  space  that  lies  between  the  short  term 
(24-hour)  SYSDA  class  datasets  and  permanent 
authorized  datasets.   Like  SYSDA.  we  do  not  bill 
for  its  use. 

Recently,  we've  moved  TEMPSTOR  from  .^380 
to  3390  type  disk  drives.   These  drives  are  faster 
and  have  a  somewhat  higher  capacity  in 
byte-s/track  than  the  3380  (56,664  vs  47,476 
bytes).   This  affects  the  number  of  t7ls/trks  you 
need  to  allocate  for  a  given  amount  of  data. 
Because  of  this,  the  SPACE  parameter  might  be 
able  to  be  reduced  slightly.   Also,  note  that  when 
allocating  a  dataset,  if  you  omit  the  BLKSIZE= 
subparameter  of  the  DCB  parameter,  the  block 
size  will  automatically  be  optimized  for  3.390. 

A  TEMPSTOR  dataset  will  be  left  alone  for  up 
to  8  days  if  not  accessed  (either  read  or  re- 
written), or  24  days  if  acces.scd.   After  that,  it 
will  be  scratched  and  archived  to  tape  for  anoth- 
er 30  days,  during  which  time  you  can  call  and 
have  it  restored.   After  that  point,  it  is  dropped 
from  the  archive  tape  and  cannot  be  recovered. 
Note  that  TEMPSTOR  datasets  are  limited  to  a 


Microcomputer 


ZIPlTips 

As  you  are  aware,  there  are  several  state-sup- 
ported E-Mail  packages  that  communicate  with 
each  other.   In  the  Address  Book,  when  selecting 
Show  on  a  highlighted  name, 
.-'MMtojp^         the  address  portion  will  be 
/  ^Bf^fl^*>      ""<^  (^f  tl^^  following  - 

'      MRSOl  (DEC  -systems  users); 
TAOOl  (EMC-^/TAO  users); 
and  ZIPOXX  (ZIPIMail  or 

^-  -    i  u      ZIPlOffice  users). 

I 
i.,^ss^*^l      ZIP!Officc  is  a  newer  genera- 
tion of  ZIP!Mail  which  in- 
cludes a  calendaring  package 
along  with  electronic  mail. 
Several  state  agencies-State  Fund,  Department 
of  Corrections  and  Human  Services,  Department 
of  Commerce  and  areas  in  Department  of  Ad- 
ministration-are currently  using  ZIPlOffice. 


June  l<^4 


If  a  ZIP!Mail  user  receives  mail  from  a 
ZIPlOffice  user,  they  will  see  several  differences. 
For  instance,  all  messages  received  include  a 
memo  header  that  ZIPlOffice  automatically  atta- 
ches to  all  messages  sent.   Notice  the  "time  sent" 
information  on  the  DATE  line  shown  below: 

TO:  Jane  Doe 

FROM:  John  Doe 

DATE:  June  10,  1994  10:32  am 

SUBJECT:  Rescheduled  Staff  Meeting 

Filling  in  the  Subject  field  is  a  requirement  of 
ZIPlOffice.  This  information  is  automatically 
put  in  the  SUBJECT  area  of  the  memo  heading. 

Another  difference  is  in  document  exchanging. 
A  ZIPlOffice  user  can  send  multiple  documents 
at  once,  even  if  in  different  formats  such  as  Lo- 
tus, WordPerfect,  or  ASCI.   If  a  ZIPlOffice  user 
sends  three  documents  to  a  ZIPlMail  user,  the 
ZIPlMail's  in-tray  will  contain  four  pieces  of 
mail-one  message  and  three  documents. 

Since  calendaring  is  an  available  option  in 
ZIPlOffice,  a  ZIPlMail  user  can  receive  messages 
regarding  meeting  notices  in  their  in-tray.    In 
ZIPlOffice  the  user  can  schedule  a  group  meet- 
ing and  messages  are  sent  to  each  of  the  pro- 
posed participants.   A  ZIPlOffice  receiver  can 
then  post  the  meeting  notice  to  their  calendar 
once  they  have  read  the  message  from  their  in- 
tray. 

The  above  differences  will  become  more  notice- 
able as  more  agencies  start  using  the  ZIPlOffice 
product.    If  you  have  any  questions  regarding 
electronic  mail,  please  call  Sue  Skuletich  of  End 
User  Support  at  444-1392. 


agency  is  required  by  MCA  2-17-322  to  maintain 
certain  information  on  the  board.   As  a  service 
to  the  agencies,  ISD  is  providing  training  ses- 
sions on  the  use  of  the  BBS. 

The  first  course  is  designed  to  familiarize  agency 
administrators  with  the  state  Bulletin  Board 
System.   This  course  will  contain: 

•  A  brief  demonstration  of  the  BBS. 

•  Clarification  of  MCA  2-17-322,  and  details  of 
what  information  is  appropriate  for  the 
board. 

•  Information  on  what  each  agency  needs  to  do 
before  ISD  can  set  up  an  area  for  the  agency. 

The  second  course  is  intended  for  the  people 
who  will  be  regularly  placing  information  on  the 
state  BBS.   This  course  will  cover: 

•  Connecting  to  the  state  BBS. 

•  Using  the  end-user  (public)  features  of  the 
system. 

•  Getting  information  ready  for  the  state  BBS. 

•  Placing  information  on  the  state  BBS. 

•  Exchanging  electronic  mail  with  users  via  the 
state  BBS. 

Initially,  the  first  course  will  be  offered  on  June 
15th  from  1:30  p.m.  to  2:30  p.m.,  and  the  second 
course  on  June  16th  and  21st  from  1:30  p.m.  to 
3:30  p.m.   We  would  like  to  encourage  every 
agency  to  have  at  least  one  person  attend  each 
course. 


From  the  Sy sop's  Comer... 

On  May  18th,  ISD  placed  the  "new  and  im- 
proved" state  electronic  Bulletin  Board  System 
(BBS)  into  service.   Before  that  date,  ISD  spent 
much  time  and  effort  designing  the  system  and 
migrating  data  from  the  old  BBS  to  the  new  one. 

Currently,  22  agencies  are  represented  on  the 
BBS.  These  include  agencies  as  varied  as  the 
Department  of  Administration,  the  Governor's 
Office,  and  the  Supreme  Court.   However,  every 


To  register  for  either  course,  or  for  any  addition- 
al questions  about  the  state  BBS,  please  contact 
Forrest  Christian  at  444-2921. 


June  19^ 


Term  Contract  Status 


Price  Lists.   All  of  the  latest  price  lists  arc  sent 
via  ZIPIMail.    If  you  would  like  a  copy,  give 
Brett  Boutin  (444-0515)  or  Dan  Sidor  (444-2029) 
a  call.   Remember  to  also  look  for  the  latest 
prices  under  the  GUESTACONTRACT.TRM 
subdirectory  on  the  ISDNOVSOl  server. 


Submit  Articles 

If  you  would  like  to  submit  an  article  to  News 
and  Views  for  publication,  please  send  it  to  Curt 
Seeker,  preferably  via  ZIP!Mail.   Please  have 
your  article  in  by  the  date  listed  below  for  inclu- 
sion in  the  corresponding  month: 


July  Issue 
August  Issue 
September  Issue 


06-17-94 
07-15-94 
08-19-94 


Training  Status 


If  you  have  questions  regarding  classes  listed  in 
this  newsletter  that  pertain  to  enrollment,  de- 
scription, cost,  dates,  or  length,  please  call  Vo- 
Tech  directly  at  444-6800. 

If  you  have  any  other  training  questions,  issues, 
or  concerns,  please  feel  free  to  call  Wendy 
Wheeler  (444-2856),  Irv  Vavruska  (444-6870),  or 
Curt  Seeker  (444-1614)  for  assistance. 


ISD  Customer  Support  Center 
444-2000 

ISD  Customer  Support  Center  444-2000 

Got  a  problem  (opportunity)?   Do  you  need  ISD 

assistance  for  any  of  your  information  processing 

requirements?  Then  contact  the  ISD  Customer 

Support  Center  (formerly  the  Network 

Assistance  Center),  which  is  our  central  point  of 

contact. 


Electronic  Distribution  of  News  and 
Views 

Help  save  a  tree  (and  perhaps  a  spotted  owl)  by 
receiving  your  copy  of  News  and  Views  electroni- 
cally via  ZIPIMail!!!    Simply  call  Curt  (444-1614) 
and  request  that  your  name  be  placed  on  the 
electronic  ZIP!Mail  distribution  list.  See  how 
easy  that  is! 


Calendar  of  Events 

June  8      Information  Technology  Managers' 
Group  (ITMG)  meeting. 

July  12      Information  Technology  Advisory 
Council  (ITAC)  meeting. 

July  13      Information  Technology  Managers' 
Group  (ITMG)  meeting. 


Distribution  Notes 

800  copies  of  this  public  document  were  printed 
at  a  cost  of  S.320 

Distribution  costs  are  S18.25 

102  copies  of  this  document  were  distributed 
electronically  at  no  cost 


Editors:   Curt  Seeker  and  Irv  Vavruska 
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TRAINING  CALENDAR 


This  document  has  been  assembled  by  the  Helena  Vo-Tech.  If  you  have  any  questions  about  enrollment,  please  call 

444-6800. 

To  enroll  in  a  class,  you  must  send  or  deadhead  an  enrollment  application  to  the  State  Training  Center,  HVTC, 
Helena,  MT  59601.  If  you  have  questions  about  enrollment,  please  call  444-6800.  Once  you  enroll  in  a  class,  the  full 
fee  will  be  charged  UNLESS  you  cancel  at  least  three  business  days  before  the  first  day  of  class. 

All  classes  will  be  held  at  the  Helena  Technical  Center,  Room  210,  at  1115  N.  Roberts,  unless  another  location  is 
specified.  Please  note  that  these  costs  are  subject  to  change  each  July  1st. 


DATES 


COST 


JLENGTH 


Data  Network/Mainframe  Classes 

Intro  to  Novell  Networking 

Microcomputer  Classes 

Introduction  to  Microcomputers 
Telecommunications 
Introduction  to  Windows 
Introduction  to  DOS 
Intermediate  DOS 
Desktop  Publishing 
PC  Memory  Management 
Introduction  to  Windows 
PC  Maintenance 
Introduction  to  Windows 

Word  Processing  Classes 

Introduction  to  WordPerfect 
WordPerfect  for  Windows 
WordPerfect  for  Windows 


July  6  &  7 


170.00 


June  1  &  2 

170.00 

June  6  &  7 

170.00 

Junes 

85.00 

June  9 

85.00 

June  10 

85.00 

June  13  &  14 

170.00 

June  22 

85.00 

July  14 

85.00 

July  27  &  28 

170.00 

August  24 

85.00 

June  20  &  21 

170.00 

June  23  &  24 

170.00 

August  25 

85.00 

Spreadsheet  Classes 

Intermediate  Lotus 
Introduction  to  Lotus 

Database  Classes 


July  25 
August  16  &  17 


85.00 

170.00 


Introduction  to  R:BASE 
Intermediate  R:BASE 


June  27,  28  &  29 
July  12  &  13 


255.00 
170.00 


Aprs 
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Data  Network/Mainframe  Classes 


INTRODUCTION  TO  NOVELL  NETWORKING:  presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATE:  July  6  &  7.  1994 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Intermediate  DOS 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  will  introduce  students  to  the  basic  concepts  of  networking  in  the  Novell  3.11  environment. 
Students  will  learn  how  to  oversee  the  operation  of  a  Novell  network  including  managing  hardware  and 
software  as  well  as  how  to  set  up  users,  directories,  and  security.   It  is  important  to  understand  that  this 
course  is  not  part  of  the  CNE  certification. 


Microcomputer  Classes 


PC  MAINTENANCE:  presented  by  the  staff  of  the  Helena  Vo-Tech 

DATE:  July  27  &  28,  1994 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Working  knowledge  of  DOS 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  course  is  designed  to  give  participants  insight  into  normal  routine  maintenance  of  the  personal 
computer.  Topics  covered  will  be  interna!  diagnostics,  add-on  cards,  memory  management,  systems 
upgrades,  hard  disk  performance  tips,  and  routine  troubleshooting  techniques. 

MEMORY  MANAGEMENT:  presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATE:  June  22,  1994 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Intermediate  DOS  and  Introduction  to  Windows 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  will  give  students  an  opportunity  to  work  with  memory  configurations  on  the  PC.    Extended 
memory  and  expanded  memory  will  be  discussed.   Other  topics  covered  will  be  device  drivers,  disk  caches, 
RAM  disks,  and  configuring  Windows.   Some  time  will  also  be  spent  on  interactive  batch  files. 

INTRODUCTION  TO  MICROCOMPUTERS:   presented  by  the  staff  of  Helena  Vo-Tech 

DATE:  June  1  and  2,  1994 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  None 

LOCATION:  Helena  Vo-Tech,  1115  N.  Roberts,  2nd  Hoor 

This  course  is  an  overview  of  the  uses  of  the  microcomputer  in  a  business  environment.   Topics  include 
the  microcomputer  operating  system,  word  processing,  spreadsheets,  and  database  design. 
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FUNDAME^4TALS  OF  DOS: 


presented  by  the  staff  of  the  Helena  Vo-Tech  Center 


DATE:  June  9,  1994 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

"Fundamentals  of  DOS"  is  intended  for  microcomputer  users  who  need  to  know  more  about  controlling 
the  microcomputer  through  its  operating  system.   Programming  experience  is  NOT  required.  Topics  to  be 
covered  include: 

What  is  DOS?  Why  is  it  necessary  to  know  about  it? 

DOS  names  for  peripherals 

File  naming 

Set-up  files  such  as  CONFIG.SYS 

Internal  DOS  commands  -  DIR,  ERASE,  RENAME,  TYPE,  COPY  and  their  variations 

External  commands  -  FORMAT,  SYS,  DISKCOPY,  CHKDSK,  MODE 

Interpreting  batch  files 

Backup  procedures 

INTERMEDIATE  DOS:      presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATE:  June  10,  1994 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Fundamentals  of  DOS  or  equivalent 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  is  designed  to  follow  the  "Fundamentals  of  DOS"  class  and  to  give  the  user  a  better  understand- 
ing of  and  increased  ability  to  use  DOS.   It  is  not  designed  for  programmers  and  does  not  cover  all  the 
advanced  features  of  the  operating  system.  The  following  topics  are  covered: 


ATTRIB 

Batch  File  Creation 

EDLIN 

Batch  file  commands 
DISKCOMP 
Filters  (FIND,  MORE) 


JOIN 

LABEL 

MODE 

REPLACE 

SELECT 

XCOPY 


INTRODUCTION  TO  WINDOWS:      presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATE:  June  8,  1994 

July  14,  1994 
TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Beginning  Microcomputer  Skills  or  three  months  of  daily  microcomputer  use 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  course  is  a  general  introduction  to  Windows.    It  will  cover  the  basics  and  show  how  Windows  makes 
other  applications  easier  to  use  and  more  productive.   Topics  will  include: 

•  What  are  Windows  -  multi-tasking  and  task  switching 

•  Using  DOS  applications 

•  Using  Windows  accessories  and  features 

•  Screen,  window  and  menu  navigation 

•  Window  sizing  and  movement 

•  Customization 
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This  course  will  not  include  training  for  system  administrators  and  programmers.   It  will  not  cover 
Windows  installation,  maintenance  or  advanced  features  such  as  use  for  programming  and  file/directory 
management. 


Ward  Processing  Classes 


INTRODUCTION  TO  WORDPERFECT:  presented  by  the  staff  of  the  Helena  Vo-Tcch  Center 

DATES:  June  20  and  21,  1994 

TIMES:  8:30  a.m.  to  4:30  p.m.  on  first  day 

8:30  a.m.  to  noon  on  second  day 
PREREQUISITE:  Beginning  Microcomputer  Skills  or  equivalent 

LXX:ATI0N:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  is  a  generic  introduction  to  WordPerfect  for  new  users  of  release  5.0  or  5.1.   Experience  with 
WordPerfect  is  not  necessary.   Participants  will  go  through  the  fundamentals  of  creating,  formatting, 
editing  and  printing  documents.   Some  advanced  features  will  also  be  covered,  including  checking  spelling, 
finding  a  word  or  phrase,  marking  blocks  of  text,  moving  text  and  listing/retrieving  document  files. 

DESKTOP  PUBLISHING:  presented  by  the  staff  of  Helena  Vo-Tech 

DATE:  June  13  and  14,  1994 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Introduction  to  Microcomputers 

LOCATION:  Helena  Vo-Tech,  1115  N.  Roberts,  2nd  Floor 

One  of  the  most  explosive  and  rapidly  growing  areas  of  microcomputing  is  desktop  publishing.  The  goal 
of  the  desktop  publisher  is  to  produce  professional  looking  documents  which  incorporate  both  text  and 
graphics.   The  students  will  study  the  use  of  scanners,  clip  art,  the  mouse,  laser  printers,  and  page  layout. 
An  emphasis  will  be  placed  on  developing  templates  and  style  sheets.  The  Pagemaker  Desktop  Publisher, 
Windows,  and  PC  Paintbrush  software  programs  will  be  used. 

INTRODUCTION  TO  WORDPERFECT  5.2  FOR  WINDOWS:  presented  by  the  staff  of  the 

Helena  Vo-Tech  Center 

DATES:  August  25,  1994 

TIMES:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Beginning  Microcomputer  Skills  and  Introduction  to  Windows 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  is  designed  as  a  basic  introduction  to  WordPerfect  for  Windows.   Experience  with  WordPerfect 
is  not  necessary.   Participants  will  go  through  the  fundamentals  of  creating,  formatting,  editing  and 
printing  documents.   Some  advanced  features  will  also  be  covered,  including  spell  checking,  searching  for 
words  or  phrases,  marking  blocks  of  text,  moving  text  and  listing/retrieving  document  files. 

INTRODUCTION  TO  WORDPERFECT  5.2  FOR  WINDOWS:  presented  by  the  staff  of  the 

Helena  Vo-Tech  Center 

DATES:  June  23  and  24,  1994 

TIMES:  8:30  a.m.  to  4:30  p.m. 

PREREQUISFTE:  Beginning  Microcomputer  Skills  and  Introduction  to  Windows 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 


June  1994 


This  class  is  designed  as  a  basic  introduction  to  WordPerfect  for  Windows.   Experience  with  WordPerfect 
is  not  necessary.   Participants  will  go  through  the  fundamentals  of  creating,  formatting,  editing  and 
printing  documents.   Some  advanced  features  will  also  be  covered,  including  spell  checking,  searching  for 
words  or  phrases,  marking  blocks  of  text,  moving  text  and  listing/retrieving  document  files. 


INTRODUCTION  TO  LOTUS  1-2-3,  RELEASE  2.4:    presented  by  the  staff  of  the  Helena  Vo-Tech  Cen- 
ter 

DATE:  August  16  &  17,  1994 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  is  a  generic  introduction  to  Lotus  1-2-3  for  persons  with  little  or  no  Lotus  experience.   It  will 
consist  of  instructions  and  hands-on  practice,  with  lab  time  available  for  building  spreadsheets  of  the 
participants'  choosing. 

The  class  will  cover  design,  creation,  printing  and  editing  of  spreadsheets.  Additional  topics  will  include 
selected  graphic  features,  the  use  of  formulae  to  connect  spreadsheets,  and  the  opening  of  multiple  files  at 
the  same  time.   Students  will  learn  about  new  WYSIWYG  (What  You  See  Is  What  You  Get)  features  of 
Releases  2.3  and  3.1  such  as  enhanced  printing  of  spreadsheets  and  graphs. 

INTERMEDIATE  LOTUS  1-2-3,  RELEASE  2.3  OR  3.1:        presented  by  the  staff  of  the  Helena  Vo- 
Tech  Center 

DATE:  July  25,  1994 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Introduction  to  Lotus  1-2-3 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  course  is  intended  for  users  of  Release  2.3,  3.1  or  3.1+.   It  covers  intermediate  features  of  Lotus 
1-2-3  for  those  who  are  familiar  with  Lotus  basics.   It  consists  of  instructions  and  hands-on  practice,  with 
lab  time  available  for  building  spreadsheets  of  the  students'  choosing. 

The  following  topics  will  be  presented: 

•  @  functions 

•  Date  and  time  formats  and  functions 

•  Ranges-naming,  hiding  and  protecting  ranges;  using  range  commands 

•  Global  defaults 

•  Titles,  windows  and  text  editing 

Time  permitting,  the  following  topics  will  be  covered  with  some  hands-on  practice: 

•  Selected  file  functions  and  file  linking 

•  Magellan  Viewer  Addin  (available  in  Releases  2.3  and  3.1+  only) 

•  Auditor  Addin  (available  in  Releases  2.3  and  3.1-1-  only) 
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Database  Classes 


INTRODUCTION  TO  RrBASE,  RELEASE  3.1:       presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATES:  June  27,  28  and  29,  1994 

TIMES:  8:30  a.m.  to  4:30  p.m.  on  first  and  second  days 

8:30  a.m.  to  noon  on  third  day 
PREREQUISITE:  Beginning  Microcomputer  Skills,  and  Fundamentals  of  DOS 

LXX:A'nON:  Helena  Vo-Tcch  Center,  1115  North  Roberts,  Room  210 

This  class  will  give  participants  hands-on  experience  creating  a  database  and  developing  a  simple 
application  with  R:Base  3.1.   The  application  will  include  database  updates,  queries,  and  simple  form  and 
report  generation.   The  R:Base  menu  system  will  be  used  to  develop  the  application.   This  class  will  not 
cover  the  R:Base  command  mode  or  programming  other  than  menu  system  application  development. 

INTERMEDIATE  R:BASE,  RELEASE  3.1:        presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATE:  July  12  and  13.  1994 

TIME:  8:30  am  to  4:30  pm 

PREREQUISITE:  Introduction  to  R:Base 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  will  expand  on  topics  covered  in  "Introduction  to  R:Base."  Topics  include  sophisticated  forms 
and  reports,  multi-table  operations,  database  maintenance,  and  R:Base  commands  and  functions.   An 
overview  of  custom  code  and  macros  will  demonstrate  the  programming  capabilities  of  R:Base,  but 
emphasis  will  be  on  enhancements  to  Application  Express  rather  than  "programming  from  scratch." 

DATA  MANAGEMENT  SYSTEMS  (dBASE):  presented  by  the  staff  of  Helena  Vo-Tech 

DATE:  June  29  and  30,  1994 

TIME:  8:.30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Introduction  to  Microcomputers 

LOCATION:  Helena  Vo-Tcch,  1 1 15  N.  Roberts,  2nd  Floor 

This  course  outlines  the  role  of  data  manipulation  in  the  business  environment.  The  student  is  taught  how 
to  create,  edit,  and  manipulate  large  volumes  of  data.   The  software  program  dBASE  is  used  to  cover  such 
topics  as  report  writing,  mailing  labels,  sorting,  and  inquiry.  Also,  the  student  will  learn  how  to  interface 
the  database  with  other  programs  such  as  word  processors  and  spreadsheets. 
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ISD  CLASS  ENROLLMENT  APPLICATION 

COMPLETE  THIS  APPLICATION  IN  FULL  AND 

RETURN  IT  ONE  WEEK  PRIOR  TO  THE  FIRST  DAY  OF  CLASS 


COURSE  DATA 


Course  Requested: 
Date  Offered:  


STUDENT  DATA 


Name: 


Soc.  Sec.  Number  (for  P/P/P): 
Agency  &  Division;  

Mailing  Address:  


Phone: 


Agency  #:____ 


How  have  you  met  the  required  prerequisites  for  this  course? 
Explain,  giving  the  class(es)  taken,  tutorial(s)  completed,  and/or 
experience. 


BILLING  n^FORMATION/AUTHORLZATION    MANDATORY 


Responsibility  Center: 
Authorized  Signature: 


FULL  CLASS  FEE  WILL  BE  BILLED  TO  THE  REGISTRANT  UNLESS 

CANCELLATION  IS  MADE  THREE  BUSINESS  DAYS  BEFORE 

THE  START  DATE  OF  THE  CLASS. 


DEADHEAD  COMPLETED  FORM  TO: 
COMPUTER  TRAINING  CENTER,  HELENA  VO-TECH 

PHONE  444-6800     FAX  444-6892 


DEPARTMENT  OF  ADMINISTRATION 
INFORMATION  SERVICES  DIVISION 
ROOM  221,  MITCHELL  BLDG 
PO  BOX  200113 
HELENA  MT    59620-0113 


HAROLD  CHAMBERS 
MONTANA  STATE  LIBRARY 
REFERENCE  &  INFO  SERVICES 
1515  E  SIXTH 
HELENA  MT  59620 

DEADHEAD 


